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1. After selecting the correct facility, click on
“Add Unit” if you want a specific unit of the
facility that is not already listed.

(Note: “All Units” is the default that applies to
the entire facility and associated structures.)
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2. Enter information
that allows a court to
identify the unit and
common if covered by
a certificate.

Unit Number - If the unit
does not have a
number or letter
assigned to it, describe
it such as by Upper,
Lower, Front, Back.

Common Area
Description -
Description must
clearly describe
associated structures
and shared areas.  The
facility exterior is
always associated with
the unit.

3. Click on “Preview”.
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Print before
saving

4. When the unit description is complete and correct, print
this screen and click on “Save & Add”.
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If you receive this message, it means that this unit was
previously added to the Facility by DHFS staff, even
though you cannot see the unit.  Call (608) 261-6876
between 8:00 a.m. and 4:30 p.m. week days for assistance.
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5. After you save the unit, you will be returned to the Unit Add screen.

To continue working with the unit, click on “Search Facility” and follow
instructions for finding the facility and unit.

Do not click on
“Preview” again.


